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EPMAC | NSTRUCTI ON 5200. 3B

Subj: COMVAND TRAI NI NG PLANS, POLI Cl ES AND PROCEDURES

Ref:  (a) HRONOLAI NST 12410. 10
(b) BUPERI NST 1430. 16D
(c) OPNAVI NST 5354. 1D
(d) OPNAVI NST 1500. 22E

1. Purpose. To provide policy and guidance on mlitary and civilian
trai ning and devel opnent. This instruction is a conplete revision and
must be reviewed in its. Entirely.

2. Cancel | ati on. EPMACI NST 5200. 3A and EPMACI NST 12410. 3B.

3. Background. Wthin the framework of avail able resources, Enlisted

Pl acenment Managenent Center (EPMAC) will provided an effective training
programfor civilian and mlitary personnel assigned per references (a)
through (d). The goal of the training and devel opnent programis to
facilitate m ssion productivity through formal and informal |earning
experiences ained at acquiring know edge, skills, and abilities to inprove
or maintain desired | evels of enpl oyee perfornmance.

4. | nf ormati on

a. Managers and supervisors will use a system c planning process for
maki ng training decisions. This process nust directly relate to training
obj ectives, reflect a concern for relative priorities and urgency of
trai ning sources. For civilian personnel, an accurate position
description will provide supervisors wth the necessary information on job
requi renents. Managers and supervi sors should provide nmeans for
subordinates to achieve the viewed as an investnent, producing
i nprovenents in individual and organi zati onal work performance.

b. The Equal Enpl oynent Opportunity Act of 1972 stipulates training
prograns shall be designed to provide maxi mum opportunity for enployees to
performat their highest potential. Wen choosing enployees for training,
there will be no discrimnation because of race, age, color, religion,
sex, national origin, or physical/nmental disability.

c. Ceneral Mlitary Training (GMIN is an integral part of mlitary
personnel training which provides guidance and information on matters
af fecting personal welfare both on and off duty. The MIlitary Training
O ficer is responsible for coordinating, scheduling and nonitoring al
requi red GWI.



D. The Career Ladder Training Program permts managenent to fil
positions below the target |evel with an established training plan for the
i ndi vidual selected. An individual plan is required for each |evel
identified under the target |evel and nust carefully list know edge,
skills, and abilities necessary for successful performance in target
posi tion.

5. Action. The Planning Board for Training (PBFT) is responsible to the
Commandi ng O ficer for devel oping a conmand Trai ning Program The Program
provides training to upgrade skills and knowl edge, enhance productivity,
and ultimtely produce a well-trained and qualified workforce. The PBFT
will ultimately produce a well-trained and qualified workforce. The PBFT
will neet as required.

a. PBFT nmenbership will include the follow ng:

(1) Executive Oficer (Chairman)

(2) Command Master chief

(3) Departnment/Ofice Directors

(4) command Training O ficer, Director, civilian Personnel/comand
Trai ni ng Division

(5) Mlitary Training Oficer

b. Responsibilities:
(1) PBFT shall:

(a) Purpose policies, methods, and procedures for executing
t he Command Trai ni ng Program

(b) Approve an annual Training Plan (mlitary and civilian
training requirenments) and publish changes to that plan as required.

(c) Ensure command-training requirenents are coordi nated.

(d) Make recommendati ons concerni ng changes, records, reports,
and ot her control procedures.

(e) Review and evaluate results of the training program
maki ng recommendati ons on continued use of training sources.

(f) Consider imrediate and | ong range objectives for conmmand
trai ni ng.

(2) Departnment/Ofice Directors will ensure training and devel opnent
for their enpl oyees. They shall:

(a) Determne and prioritize organi zational and i ndivi dual
training needs. As required, prepare Individual training Plans (ITP),



whi ch schedul es enpl oyees for specific training. Consideration should be
given to the individual, functional, and organi zational urgency of the
requi renent as foll ows:

1. Priority One — ESSENTIAL: Training that nust be
acconplished in the ensuring annual training cycle to avoid adverse effect
on job or m ssion acconplishnment. Also, training designed to address a
significant performance rel ated deficiency.

2. Priority Two — NEEDED: Training which is required to
provi de system c replacenment of skilled enployees through devel opnent al
prograns. Also, training designed to inprove the individual’s overal
know edge, skills, and abilities or to i nprove organizati onal
ef fectiveness, which should be done during the ensuing training cycle to
avoi d adverse effect on job or m ssion acconplishment.

3. priority Three — HELPFUL: Training provided for an
enpl oyee who is performng at a satisfactory |level of conpetence. Such
training will generally increase the enployee’'s efficiency and
productivity.

(b) ensure mandated training is acconplished and eval uati on
on the EPMAC Partici pant course Evaluation form (EPMAC 1500/4) is
conpleted within five days after training.

(3) Command Training Oficer shall:

(a) Determine training availability to nmeet needs of the
organi zati on and obtain training nost responsive to those needs in terns
of applicability, quality, and timeliness at the | east cost.

(b) Provide supervisors assistance in establishnment of a
Career Ladder Training plan within 30 days after an enpl oyee i s assignnment
into a career |adder position.

(c) Maintain command records necessary to effectively plan
trai ning, nmanage and justify resource expenditure and avoi d redundant
training. Upon receiving supervisor input, prepare an annual Training
Proposal for the upcom ng fiscal year as required. In consultation with
t he Budget O ficer ensures funding is available. The conpleted plan wll
be submtted to the PBFT for approval.

(d) Serve as point of contact with Human Resource Service
Cent er sout heast (HRSC- SE) enpl oyee Devel opnent Speci alist, and ot her
gover nnment and non-governnent vendors who serve as sources of training.



(e) Serve as central point for preparation and i ssuance of DD
Form 1556 (Request, authorization, Agreenent, and Certification of
Trai ning and rei nbursenent), and submt for approval

(f) Docunent all attendance and maintain an aut omat ed
dat abase on all training.

(g) I'n conjunction with the Mlitary Training Oficer, hold a
monthly nmeeting with code representatives to establish, coordinate,
review, or recommend changes to the Command Training Plan. Provides
recommendations to the PBFT on all matters pertaining to training.

(4) Mlitary Training Oficer shall

(a) Devel op an annual GMII schedule with nonthly topics and
presenters per reference (d).

(b) Schedule MIlitary Personnel for Navy Leadership continuum
Trai ning as necessary for advancenent per reference (c).

(5) Supervisors shall

(a) Work with the command Training O ficer to ensure al
enpl oyees are appropriately trained for their job.

(b) Devel op Career Ladder Training plans for Career Ladder
positions, At |east 50% of the training plan nust consist of on-the-job
training assignnments. The remaining training will consist of fornal
training, reading materials relative to the position, and self-
devel opnent .

(c) Wite quarterly supervisory and enpl oyee training
eval uations for career Ladder positions.

(d) Upon satisfactory conpletion of the training period,
wite a summary eval uati on of the enployee’ s achi evenent and performance.

(e) Submit a recommendation regarding pronotion to the next
or target |level of the position to the command Training O ficer within 10
days followi ng the end of the period being rated.

6. Fornms. Request for Training EPMAC 12410/1 and EPMAC Parti ci pant Course
Eval uati on, EPMAC 1500/ 4 may be obtained on the command | ntranet Training
site.

G B. DYE
Di stribution:
Command | ntranet



